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APPLICATION FOR RECORDS RETENTION._SCHEDULE DEPANTHENT OE LT ARY OF STATE
/-

RECORDS MANAGEMENT DIV|SION

INSTRUCTIONS See Publication No 76—RM-1 for instructions on completing this form. Forward s:gnad or:glnal to
Department of Archives and Hnstory, Records Management Division, 330 Capitol Avenue Atianu Georgis, 30334,

Attention: Scheduling Section. , ~ ER 0\ 2_2_- 0.3 _
FOR AGENCY USE 1. Agency Address : FOR RECORDS MANAGEMENT USE
Application Date C - Office of Commissioner of Insurance Application Number
Insurance Department, Rating Division 88-2‘ '
Py 716 West Tower, Floyd Building TYRY e~ R
Agplication Num No. 2 Martin Luther King Drive AN 29 1988 o mpleted
Atlanta, Georgia 30334 ' " | MAY 19 1988
2. Person to Contact Working Title Telephone Number
Tommy Hutchens Transferring Records Custodian 656-2023

3. Action Requested I

a. ([ Estaousn Retention Schedule: fecord will continue to accumulate.
b. {3 Dispose of presant accumulation; no further accumulation anticipated.

c. Amend Application No. . 74-341A , Check One: ) Change; & Supercede; [ Void

4. Dates of Series 5. Records Serias Title (followed by title used in ofﬁce; if different)
Earliest . Latest

R |

Policies and forms received from pr0perty and casualty insurance
1955 | Present companies

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
The Commissioner of Insurance determines that state-appropriated funds are paid
to and deposited with the State Treasurer within the sums provided by law. The
Commissioner of Insurance also regulates insurance companies, their agents and
operation; regulates industrial loars of less than $3,000; and oversees the
enforcement of the State's fire safety laws and mobile home sales regulationes

The Insurance Division supervises insurance companies and agents, collects
premium taxes, examines policy forms and policy rates, and administers insurance

related laws. The Division also 11censes ‘agents and companies and investigates
consumer complaints.

7. Record Series Description | This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file, C

Documents relating to: The reviewing for approval of requests from insurance companies in
: relation to changes in their policies and forms.

.

......

Included are:  Approved property and casualty policy fohns and endorsements used with these policies. = - -

File is arranged: Alphabetically by name of insurance company.

8. Monthly Reference Rats How often are records referred to which are:

One to six monthsold 28 _; Seven to twelve months old 28 4_: Thirteen to twenty-four monthsold .} & _;

twenty-five months and oider___3 7 Feef //2 / /3’3
9. Annual Rats of Accumylation of Records !

Letter-size drawers —%___; Legalsizedrawers =3 :Shelves___4# ____:Other Ifspocify) Renpdme—{t1oss3—row
Corveut accom vlofoezr: 9D ev b 5P Na1/s¥

AR-50-71; ARov. 78 {Ovar}




e et e tas oF L
vEs | NO -1 10. Questicanaire {Place ad " n the proper column) LT
‘ . Is this the official copy of the series?
X 1f not, where is it?
b. Does tha series contain cor{fsdentnal mformat:on requiring security handling? If yes, cite law or regulation.
x .
X c. |s this a vital record? :
X d. Does this series have historical or Iong term research value? !
. When one or two documents in the file maka it necessary to keep ‘the entire file for a |ong period, could these
X documsnn_hs_:dndnlsd.nmratelv?
4 x | f lsthe mformnmnmlnmn_mu_smgsmuuhhmm?_nm attach copy,
g. Is the information contained in this saries ever nnalyzed and/or recorded in 8 summarized report?
X if ves. attach qoDv,
h. Is there a duplication of this saries in your office, or in another office or agency?
X If ves, whera?
X i. Is this series for a major portion of it} teqularly micrafilmed? —
x 1 _i. Does the record series result in a computer printout? .
11. Retontion Requiremants \?The following requires the series to be kept:
a, State Law — years. d. Audit period - years.
b. Statute of limitation ‘ years. e. Administrative need 25 years.
¢. Federal law years. ¥, Federal reFention instructions years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

These records are related to insurance policy forms that will remain in effect for
long periods of time and will be needed for reference when companies request a =
change in their policies and forms.

12. Acoroved Disposition lnstructions This agency recommends that the file series be cut off at the end of each:

%ﬁa/nda/r Year; O Fiscal vear; OO Qther then,
& Microdi(m {D Wiz .

fd Hold in the current fiias area ===—2 then

O Transfer to local holding area, hold ___._______year(s); then

O Transfer to State Records Center; hold ... . year(s); then

R Oestroy. p

O Transfer to State Archives for permanent retention.
Other [Specify)

Leatio W
#j/ﬁgg-g{—er—ﬁé‘mte Copy (Public Research Copy) - Transfer to State Archives for refermes

Thesa instructions gpply to all prior and future accurmulations of the series.

Reference Microfilm Copy (Office Reference Copy) - Hold in current file area 25 years;
then destroy.

peﬂﬂama{

resention ban, Paf Ha/Py

Security Microfilm Copy (Vital Records Copy) - Transfer to State Archives for security
xetention. amd archival reteutien

O% s /iy

o

Agen [Qsigmo (Signature) Date _ Records Management Officer (Signature) ~ Date
NG\ Ve/39| 2o et o, /158
¥20122-63 A L

Recommendations in para- - .
graph 12 are approved, State Auditor/Designee /\W 5 -~ % ﬂ
{If disapproved, attach letter ‘

of explanation.) Sacretary of State/Designes M : JMJ, /fW

88-a|

State Racords Committee [Signature} Date

Attornay General/Designee %,—&df' %‘f_/ﬁ /‘?%{ALQ,&;F
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/ , 0FF|CE OF ’
J INSURANCE AND SAFETY FIRE COMMISSIONER

JOHN W. OXENDINE ‘ SEVENTH FLOOR, WEST TOWER
COMMISSIONER OF INSURANCE FLOYD BUILDING
SAFETY FIRE COMMISSIONER 2 MARTIN LUTHER KING, JA., DRIVE
WDUSTRIAL LOAN COMMISSIONER ATLANTA, GEORGIA 30334
COMPTROLLER GENERAL ) January 18, 2001 {404) 656-2056 TDD# (404) 656-4031

Www. gainsurance.org

)
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Mr. Peter W. Schinkel
Georgia Department of Archives and History
330 Capitol Avenue

Atlanta, GA 30334

RE:  Retention Schedules

Dear Mr. Schinkel:

This is to request your assistance in enabling us to transfer certain recotds of the Georgia Department of
Insurance to the State Archives.

- These records are covered by Retention Schedules 88-19, 88-20 and 88-21. Approximately 12 years ago,
a decision was made to microfilm these records and transfer the microfilms to the State Archives to be held for 25
years, after which they would be destroyed.

Due to quality and cost, this Department no longer microfilms these records. Now, it appears more
feasible to transfer the actual documents (hard copies) to the Archives to be held for 25 years and then destroyed.

Would you please inform us as to what is needed fo.accomplish this. Thank you for your assistance.

Sincerely,

i L/J Darter, 1T
Administrative Procedure Attorney

oz Hawidns ‘
Director, Property and Casualty Division

© e

8. cc: Jim Wilson®

THE OFFICE OF INSURANCE AND SAFETY FIRE COMMISSIONER DOES NOT DISCRIMINATE ON THE BASIS OF RACE. COLOR. NATIONAL ORIGIN,
SEX. RELIGION, AGE OR DISABILITY N EMPLOYMENT OR THE PROVISION OF PROGRAMS OR SERVICES



